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Civil	  Air	  Patrol	  Pilots!	  
	  
Awesome	  Job	  Serving	  Many	  Customers	  
•  O’Rides	  
•  SAR	  Response	  
•  FEMA/SEMA	  Missions	  
•  Department	  of	  Environment	  
•  Pilot	  Proficiency	  &	  InstrucOon	  
•  Cadet	  InstrucOon	  
•  ETC.	  
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You	  Have	  AddiOonal	  Internal	  Customers	  
	  

Todd	  Kirkendall	  
Wing	  Administrator	  

Lt.	  Col.	  Mary	  Fuller	  
DO	  Assistant	  	  
	  



Civil	  Air	  Patrol	  Civil	  Air	  Patrol	  

MOWG	  Flight	  Clinic	  

AircraW	  Flight	  Time	  Logs	  
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"   Did	  you:	  	  

•  Complete	  AircraW	  Log	  Entries?	  

•  Turn	  off	  the	  SPOT	  GPS	  Tracker?	  

•  Remove	  all	  trash	  from	  aircraW?	  

•  Lock	  the	  AircraW?	  

•  Plug	  in	  the	  Tanis	  Preheater	  (if	  
appropriate)?	  

"   Clean	  ALL	  Leading	  Surfaces	  

•  SoW	  Rag	  with	  Water,	  Soap	  SoluOon	  
or	  Spray	  Wax.	  

•  Do	  NOT	  use	  surface	  cleaners	  on	  
Windows	  or	  Wind	  Screen	  

" Clean	  Wind	  Screen	  

•  Use	  SoW	  Rag	  with	  Window	  
Cleaner.	  

•  Never	  use	  Paper	  	  Towels	  on	  
AircraW	  Windows	  

•  Use	  Window	  Polish	  ONLY	  aWer	  
cleaning	  off	  dirt	  with	  Window	  
Cleaner	  or	  water.	  

" Return	  Cleaners	  to	  Shelves	  

"   Scanned	  	  Receipts	  /	  Documents:	  
•  Adobe	  Acrobat	  .PDF	  Required	  
•  Check	  Legibility	  aWer	  Scanning	  

**	  Especially	  if	  using	  portable	  scanner	  ***	  
•  Try	  to	  avoid	  the	  scan	  so	  that	  it	  is	  not	  sideways,	  upside	  

down	  or	  cropped.	  
•  Do	  not	  round	  up	  gallons	  (13.9	  to	  14)	  	  Enter	  what	  is	  on	  

receipt.	  
•  If	  FBO	  uses	  a	  card	  not	  assigned	  to	  CAP,	  email	  Wing	  Admin	  

at	  hq@mowgcap.org	  
•  Only	  Upload	  Fuel/Oil	  Receipts	  to	  WMIRS	  Individual	  SorOe	  

Page	  
	  	  	  	  -‐-‐Not	  in	  the	  Mission	  Files	  folder	  
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•  SoW	  Rag	  with	  Water,	  Soap	  SoluOon	  
or	  Spray	  Wax.	  
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"   File-‐Naming	  ConvenOons	  
•  What:	  	  Mission,	  SorOe,	  Document	  
•  Vehicle/AircraW	  
•  Who:	  	  	  Member	  CAPID	  
•  How	  Much:	  	  $xx.xx	  
•  When:	  	  YYYYMMDD	  
•  Examples:	  
•  ORM_15-‐T-‐4545_A002_N230CP_491147_20150509.pdf	  
•  W&B_15-‐T-‐4545_A002_N230CP_491147_20150509.pdf	  
•  Receipt_15-‐T-‐4545_A002_$50.66_N230CP_491147_20150509.pdf	  
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"   WMIRS	  
•  Mission	  SorOe	  Data	  Must	  be	  Loaded	  in	  WMIRS	  Within	  72	  hours	  
•  If	  receipt	  transacOon	  date	  is	  more	  than	  1	  day	  aWer	  sorOe	  date,	  a	  

detailed	  explanaOon	  must	  accompany	  the	  receipt.	  
•  Ensure	  that	  WMIRS	  Data	  Is	  Accurate	  
•  Flight	  Logs:	  	  Complete,	  Accurate	  &	  Legible	  
•  Ensure	  that	  the	  “No	  Fuel”	  Check	  Box	  is	  checked	  if	  no	  fuel	  is	  being	  

charged	  to	  that	  SorOe.	  
•  Ensure	  NO	  Spaces	  in	  data	  entries	  such	  as	  for	  AircraW.	  	  N230CP	  is	  

recorded	  by	  WMIRS	  as	  different	  than	  N	  230CP.	  
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Thank	  You	  and	  Please	  
Remember	  Your	  Internal	  

Customers!	  


